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To access the new Carl Perkins Accountability system, go to the
OPI Web page, www.opi.mt.gov. Click on the IRIS tab.
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Log in @ Welcome to the Citrix Enterprise Portal.
User name: If vou do not know your login info, please
| contact your agency help desk or system
SCO564 administrator,
Password:
|“"""""| | EInstall Citrix Clients -
IRIS Help
Comain: How to use the Java Client without installing

View Reparts

|STATE v| anything on the computer.

Advanced Options == Instructions

Your user name and password is the same for all Citrix applications. Use
the one assigned to your school (not district) for other Citrix applications
your school uses. Your user name will begin with "SC."




Single click the “Voed Accountability” icon.

Az L .

If the Voed Accountability icon is not visible, you have used the
Voed wrong user ID/password. Double check to make sure you are

Accountability using the high school's user ID/password.

Click “Cancel” when this logon screen comes up.

ogn _____________HH|

Mame:
I'-.-'DE-:ILlser OK

Password:

[

Zancel

FERPA Warning ~ Click “I agree” to continue.

frmFerpa : Form

FERPA WARNING: The Family Education Rights and Privacy Act (FERFA)
reguires that:

Information that leads to the identification of students is only appropriate
for school employees who have a need to know and for organizations
conducting certain studies for the school, However, such information must
rot be made available to the public,

Do not report results to the public for ANY grade level or demographic
population of fewer than six students,

I Disagres




Resolution Check ~ If you see the thin red line, click “Continue.”

Welcome to the YoEd Accountability System

Screen Test You need a screen resolution of atleast 800x600 to view the full screens. If
w0Ou can not see a thin, red line all around this screen, reset your resolution. You can
also try adjusting the size of the viewing windows: see the WoEd manual for more
detailed instructions. If neither of these solutions work, call the Ol help desk.

Welcome: Fergus High School (SCO358)
User Level: School level user (SCHOOL)

Continue Exit Program

frm=plash SAEr2003

Double click on “CTE Concentrator Information Data Entry
(Spring)” or single click it and click “Select Option.”

Main Switchboard

OPI

2l]l]l32l]l]?
Fergus (CO 14)
Lewistown Public Schools (35 0420)

% Fergus H S (LE 0259)
a Fergus High School (SC 0358) School Level
Cateqory: Wigw All j
[option
Accountability Data Enkry

i CTE Cancentrakor Information Ciata Entry (Spring)
CTE Concentrator Follow-up Data Entry (Fall)
Staff Reports
Accountability Followup Report
Spring Dakta Entry Report
Maintenance Screens
Prinker Test
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Exit |
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Enter the student data in the fields:

= Listall juniors who have or will have three units (Six
semester credits) of career and technical education completed
by the end of their senior year.

+ Consult the classes for which the student has pre-
registered to determine enrollment intent.

« If your district does not have pre-registration, make an
educated guess in consultation with the career and
technical education faculty and counseling staff.

= Enter the students' names and the state IDs (AIM). This
accountability data will eventually be transferred to the AIM
system and we need both name and ID for the conversion.

= Use the drop-down lists when appropriate.

The system defaults to a single record view. You can switch to a
multi-record view by single clicking the "Multi-Record View"
button at the bottom of the screen.

frmStudent : Form
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20062007
[E§3| Fergus {CO 14}
(SS 0420)

Cgce'l‘e;f (LE 0259)

(SC 0358) School Level

Last Marme Firsk Marne Program Concentration Area

/ | | ~

‘ocational Concentrator ID Anticipated Year of Graduation  RacefEthnicity

Cther
Tech Prep Limited English ~ Economically Educational  MonTraditional

Gender Participant  Disability/IEP Single Parent  Proficient Disadvantaged  Barriets Enrollee

Record: I4| 4 || 1|_F |PI |H%|(3|P!_.| aof 1 g

Multi-Record
Wiew

Exit |




Time-saving Tip

It is possible to copy information from an Excel spreadsheet and
paste it into the Multi-Record View.

Arrange your spreadsheet in the same column order with the same
wording as the Accountability Multi-Record View layout.

A B C o] E F G H J =
Limited Other
Tech Prep Single English Economically Educational N

1 Last Hame First Name State 1D (AIM) Gender | Participant DisabilityIEP Parent | Proficient Disadvantaged Barriers

2 |Doe Jack 123456789 1] M M I I b I M
3 |Doe Jacqgue 2345967891 F M M i) i) M i) M
4 |Doe Jane 3456878912 F M hd i) i) M i) M
5 |Doe Jasmine 456789123 F i M i) i) M i) M
6 |Doe Jason 567891234 ] M M M M M M M
7 |Doe leralyn B7E912345 F M M M M M M M
8 |Doe Jerarmy 780123456 1] b M & & b & M
9 |Doe Jessie 891234567 F b M I I M I M
10 |Doe John 912345678 ] M hd i) i) M i) M
11 |Doe Joseph 012345678 ] M M i) i) M A M
12 |Doe Justin 1234586780 ] M M M M M M M

Example: in the Race/Ethnicity field you must have “White, Non-Hispanic”
instead of “White” or “Caucasian” and in the Gender field you must have “M” or
“F.”

Select and copy the rows containing student information. Do not
include the header row.

| A B C u} E F G H J

2|

Limited Other
Tech Prep Single English E v E (| N

1 Last Name First Name State 1D (AIM) Gender | Participant Disability IEP Parent | Proficient Disadvantaged Barriers
Doe Jack 123456768 M N M N N ¥ N N
[ 5 [ Jacque 234567891 F N M N N N N N
[ 4 [ Jane 346678912 F N Y N N N N N
| 5 |prE Jasmine 456789123 F ¥ ™ N N N N N
|Doe Jasan 567591234 M M M N N N M N
[ 7 [ Jeralyn 676012345 F N M N N N N N
[Doe Jerery 780123456 M ¥ N N N ¥ N N
[ o [prE Jaseie 891234567 F ¥ ™ N N N N N
| 10 |ERE John 912345678 M M ¥ M N N M M
[ 11 [ Joseph 012345678 M N N N N N ¥ N
[ 12 [ Justin 123456780 M N M N N N N N




Select the last (or in some cases only) row in the Multi-Record
View by clicking on the [»] on the far left of the row.

frmStudent : Form
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High School (SC 0358)

School Level
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Tech Prep Participant
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Single Record
Wigt

Exit |

Type “Ctrl+V” to paste the spreadsheet data into the Accountability
system form.

frmStudent : Form

20062007
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Single Record
Wigw

Exit |




When you have finished entering names into the database, click
“Exit.” The information is real-time. There is no "Submit" button.

frmStudent : Form
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Iulti-Record |

You can enter data in multiple sittings. Click the button to

automatically advance to a new record when you have reentered the
program.
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20062007
[EED| Fergus {CO 14)

_ (SS 0420)
Cgfl‘eéf {LE 0259)

Fergus High School (SC 0358)

School Level
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To print a copy of your records, double click on “Spring Data Entry
Report” under the Staff Reports heading or single click it and click
“Select Option.”
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This will bring up a report that can be printed by clicking
“Print” on the menu bar.
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You be given the choice of saving this file as a pdf document or
printing a paper version.

The report will be saved as a PDF on your C: drive in a folder called ORI
Reports. Saving reports as POF is faster and provides you with a
permanent electranic copy that you can print locally or email. These
reports are accessible by toggling your screen from IRIS to your explorer
window and opening the CAOP| Reports folder.

The speed for saving to disk is a function of the speed of your modem.
86K modems are slower that DSL, Cable, T1, or Fiber internet
connections.

If you must print directly, select the Print button, otherwise press Ok
FIOW.

Prinit | Cancel

10K - Save As FOF

frmPrinttezsage

Click “Close” to exit the report.
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Special Populations Definitions

Individual with a Disability [as defined in section 3 of the Americans with
Disabilities Act of 1990] An individual with
I. a physical or mental impairment that substantially limits one or more of the
major life activities of such individual;
Ii. arecord of such an impairment; or
iii. being regarded as having such an impairment.

Individual from an Economically Disadvantaged Family, Including Foster
Children A student who meets eligibility requirements for free and reduced price
meals.

Individual preparing for nontraditional training and employment An individual
preparing for an occupation or field of work, including a career in computer science,
technology, and other emerging high skill occupations, for which individuals from one
gender comprise less than 25 percent of the individuals employed in each such
occupation or field of work.

Single parent, including a single pregnant woman A student who is unmarried or
legally separated from a spouse AND has a minor child or children for which the
parent has either custody or joint custody OR is pregnant.

Individual with limited English proficiency A student who has limited ability in
speaking, reading, writing, or understanding the English language, and
I. whose native language is a language other than English; or
Ii. who lives in a family or community environment in which a language other
than English is the dominant language.
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Reminders

A concentrator is a student who has or will have completed six semester
credits of vocational education coursework during high school.

When choosing a program concentration area use the one that describes
where the majority of the vocational credit was earned. If there is no
clear majority, select “Blend.”

A tech prep student is one who receives a grade of B or better in an
articulated course, i.e., one for which college credit is awarded through
agreement between the secondary school and a post-secondary
institution.

All data must be entered by May 31, 2007.

Tips

To delete a record select Multi-Record View. Click on the [»]on the far
left of the row to select the row then hit your delete key. You can select
more than one row at a time.

You can navigate through the data without using the mouse by using the
tab and/or Enter (Return) keys for forward movement and the shift+tab
keys for backward movement. In drop-down fields, typing the first two
letters of the field choice will populate the field.

Records save automatically when you advance to the next record and/or
exit the program.

Use the navigation buttons at the bottom of the screen to move between
records. Use | «]|» | on the navigation bar to move to the previous/next
record. Use |14 to go to the first or last record.

The Escape key will clear all fields in an unsaved record.
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Carl D. Perkins
Contact Information

Office of Public Instruction
Division of Career, Technical and Adult Education
David Strong, Acting Administrator
Karla Beagles, Accountability Specialist
P.O. Box 202501
Helena, MT 59620-2501

(406) 444-9019

(406) 444-1373 (fax)

www.opi.mt.gov/CTE

This manual is also available on the CTE page of the OPIl Web site
http://www.opi.mt.qov/CTE

All student information in this booklet is fictional.

OPI

“The Office of Public Instruction is committed to equal employment opportunity and non-discriminatory access to
all our programs and services. For information or to file a complaint, contact Kathy Bramer, OPI Title IX/EEO
Coordinator at (406) 444-3161 or kbramer@mt.gov.”




